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CHRIS E-PAY STUB USER GUIDE. Ver.1.0
ACCESSING THE E-PAY STUB SYSTEM

1.0. INITIAL LOGIN AND PROFILE SETUP (FIRST TIME USER)

1.1. Access the Login Page
Open your browser and in the address bar, type in https://ess.columbus.gov/lawson/portal/

/é New Tab - Windb;:splatemet Explorer

. file Edt View Favortes Tools Hglp

B it s columbs ov lawson/potal| v

Note: The recommended [browser is Internet Explorer version 7 or higher. To find out the version of your
browser, Click on the “Help “link. Then click on “About Internet Explorer”

& New Tab - Windows Intemet Explorer | ‘ v TS “

QO ] aboutTabs

File Edit View Fovorites Tools |3

i Faverites |53+ | @ Lawson Por Internet Explorer Help f

What's New in Internet Explorer §
Online Support

About Internet Explorer

Reopen closed tabs ~ Browse with InPrivate

View tabs that you've closed since starting Internet Explorer. Browse the web without storing data about your browsing
session.

@ Eemployee Search
@ Lawson portal Open an InPrivate Browsing window

Open All
Use an Accelerator »

(e ram (e (R S Open a web service with text that you've copied from a webpage.

Show copied text

Search with Bing

r ~
# | About Internet Explorer u

oy

f Windows: . This shows the version of the
Le Internet Explorer 8«_|

\\ Internet Explorer.

Version: 8.0.7501. 17514

Cipher Strength: 256-bit Note: The version will vary on
Product ID: _550—11-'3'3?- 1334754-3691% h
Update Versions: 0 different computers.

Warning: This computer program is protected by copyright law and
international treaties. Unauthorized reproduction or distribution of
this program, or any portion of it, may result in severe dvil and
criminal penalties, and will be prosecuted to the maximum extent
possible under the law.

12003 Microsoft Corporation

1.2. Pop-Ups
For some versions of Internet Explorer, a user may get a pop-up with the message below when
attempting to login to the E-Pay Stub system. When this occurs, click the “Yes” button to allow the
pop-up. This will enable you to access the E-Pay Stub site.

& ™
Allow pop-ups from this site? ﬁ

! Would you like to allow pop-ups from “ess . columbus gow™?

[ Yes q [ Mo
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CHRIS E-PAY STUB USER GUIDE. Ver.1.0
1.3. Initial Login

LAWS@N

Terms and conditions Click here i vou are unable o login,

1.3.1. Type in your username and initial password and then click the “Login” button.

Note: your username and initial password was distributed with your paper pay stub.

1.3.2. When you enter the correct information and click the login button, the system will display a
dialog box notification to change your password and setup your profile.

File Edit View Favortes Tools Help

{?Fﬂwm [%Helﬂwsonpom\-%mz {euwsonpom\-Humz ‘elﬂmnnl’nml-Hﬂme X’_‘ ﬁ v AE] @ v Pagev Safety+ Toolsw 0' )

CHR lS'MWR Home Welcome Carrol (cast5229)

Colambus Huan Resoutcesnformtien Syt

llogout]

User Profile Welcome to the City of Columbus E-Pay Stub site!

Password Maintenance

Profile Maintenance X X X
- Need assistance? Click here to contact the Technology Service Desk.
‘ay Stul - . e 3
This is your first time visiting the site.

You will need to update your password before you will be able to view your pay stub

r
Message from webpage u

4 Vouwlneed to update your user profile and security questions before
you will be ableto view your pay stub

—
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CHRIS E-PAY STUB USER GUIDE. Ver.1.0

-
Message from webpage u

i You will need to update your user profile and security questions before

you will be able to view your pay stub

N\

1.3.3. Click the “OK” button. This will enable you to change your password. m

1.4. Change Password

18 Lawson Portal -Home - Windows ntemet Explorefll o
G [eim fum poralindest - @ ]%| x| £ sus -
 Fle Edit i} View Favorites Tools Help

¢ Favorites | & Lawson Portal - Home [ (W v B v @ v Pagev Ssfetyv Tookv @ 7

Welcome Mark (mast8108) llogout]

‘Colombs umen Resoarces information Syiem.

CIRISHHRE Home

User Profile

Password Maintenance
Profile Maintenance

Pay Stub

CHRS|{fil
User name Mast8108

New password i

Verify password

Guidelines for creating your new password:
® Choose betwieen 8 and 16 characters

: i

I

@ Do not use spacial characters such as (, /, ), & 1, @ %, %; etc.

Change Password

1.4.1. Typein a new password of your choice and verify the new password.

Note: the new password should be between 8 and 16 characters, and must include uppercase
letters, lowercase letters and numbers.

1.4.2. Click the “Change Password” button. The system will display a dialog box confirming that your
password change has been submitted.

Message from webpage B

Password change has been submitted. Please note that it may take up
te 15 minutes before it takes effect.

[
>

1.4.3. Click the “OK” button. This will display the “Profile Maintenance” page.
EOI/Jan 2012. 5



CHRIS E-PAY STUB USER GUIDE. Ver.1.0
1.5. Profile Maintenance

Columbus Husnan Resources Information System

User name cast3229
Security Question 1 What was the color of your first car? -

Answer: tast

Security Question 2 Who is your favorite author? -

Answer: tact

1.5.1

You may provide an email address below. The purpose is to receive a
termporary password by email (if you select that option).

E-Mail Address testuser@email.com
(Optional)

1.5.2

1 accept the terms and conditions below:

s

Agreement and Terms E

1.5.3 By using this Web site. you agree to the following Terms as well as the
Privacy Policy (link to Columbus.gov privacy policy page) . The

Terms and Privacy Policy may change at any time, and such changes

will be posted. It is vour responsibility to review these Terms. By
continuing to use this Web site, you consent to any changes to the i

1.5.4

EOI/Jan 2012.



1.5.1.

1.5.2.

1.5.3.

1.5.4.

1.5.5.

CHRIS E-PAY STUB USER GUIDE. Ver.1.0
Select Security Questions and Answers

Select any two questions from the drop down list and provide answers to the questions that you
selected.

Note: This will help to authenticate you if you need to reset your password.
Provide Email Address
You may provide an email address if you prefer. This is useful if you would prefer to reset your

password at a later time and receive a new temporary password through your email. It will also
be used to send you a confirmation message when your password is reset by the system.

Accept Terms and Conditions *

Click inside the check button to accept the terms and conditions for use of the website, and click
the “Change Profile” button.

Note: You will not be able to use the system without completing this step.

Click the “Change Profile” button. The system will display a dialog box confirming that your
profile change has been submitted.

Note: You will able to access the E-Pay Stub system without having to wait for 15 minutes.

Message from webpage @

Profile change has been submitted. Please note that it may take up to
l % 15 minutes before it takes effect.

L i

Click the “OK” button. This will display the Home Page.

* The complete text of the Terms and Conditions is listed in Appendix B.

EOIl/Jan 2012.



1.6.1

1.6.2

1.6.3

1.6.4

1.6.5

1.6.6

Welcome Sandra (sast723)  Jooou]
eHRIS i .

CHRIS E-PAY STUB USER GUIDE. Ver.1.0
1.6. Home Page / Menu Options

The CEPAS Home Page is the main page from where you can make selections for the activities that you
wish to perform. The available menu options and their functionalities are described below:

@ Lawson Portal - Home - Windows Intemet Bxpl

GO ronine

Hle Edt View Favortes Tooks Help

1} Favarites o),

£| hittps./qudcrswebvmcolumbuslocal zuson/porial ndexhtm

(8 Lawson Potl - Home X‘@OtyofCo\umbusIntranetm ‘_‘ Bv DD m e b Sty Tudsv @ '

Columbus Human Resturees nformation System

e 21 Welcome to the Ciy of Columbus E-Pay Stub site! 1.6.8

Password Maintenance

Prafile Maintenance . . .
Need assistance? Click here to contact the Technology Service Desk.

Pay Stub

Your ast logon was: 01/18/2012 ~

YourEmployee Dis: 648

1.6.1. CHRIS logo
Click on the logo at any point to return to the Home page.

1.6.2. User Profile
The User Profile tab enables you to change your profile information at any time.

1.6.3. Password Maintenance
Click on this link to change your password

1.6.4. Profile Maintenance
Click on this link to change your security questions and answers. You may also enter an email
address or change an existing email.

1.6.5. Pay Stub
The Pay Stub tab enables you to view your current or historical pay stub information that is
available on the system.

1.6.6. View Pay Stub
Click on this link to view a list of all your available pay stubs

1.6.7. Need Assistance
Click on the link “here” to contact the Technology Service Desk.

1.6.8. Logout
Click on this link to logout of the E-Pay Stub system. It is recommended that you logout
whenever you have completed your activity on the system.

EOI/Jan 2012. 8
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CHRIS E-PAY STUB USER GUIDE. Ver.1.0
2.0. REGULAR LOGIN (RETURNING USER)

2.1. Home Page (Login Page)

This is the page that is visible to a user that has previously completed the setup profile step.

Login with your username and personal password that you chose when you setup your profile previously
(not the password that you got with your paper pay stub).

LAWS@N

Terms and conditions Click here if you are unable 1o login,

Upon successful login, the system will display the E-Pay Stub Home page.
B Lawson bl Home - Wincons et

..,-\jl ]
| fttps//qu3crowebdvmcolumbuslocal fwson/ portel ndefitm

pv

File Edit View Favortes Tools Help
" . . v b
fofams 2« @lanorhol-Home X @ChyolCombisitare.. N D m o by Sy Tose @

UHR.S Welcome Sandra (sast8723)  Jozou]
CuumhmHumkxwmnﬁrmlﬁnSﬁm'ﬂ*”i\ Hume _

User Profile

Password Maintenance

0 Welcome to the City of Calumbus E-Pay Stubsite!

Profile Maintenance . . .
Need assistance? Click here to contactthe Technology Service Desk.

Pay Stub

Yourlast logon was: 01/18/2012

Your Employee 0.~ 648

EOI/Jan 2012.



CHRIS E-PAY STUB USER GUIDE. Ver.1.0
3.0. ACCESSING YOUR PAY STUB

3.1. View Pay Stub
This link enables you to view your current pay stub or any past pay stubs.

Pay Stub
View Pay Stub

3.1.1. Click on the link “View Pay Stub”. This will display a list of available pay stubs on the system.

PIRRE  nome

P e ———— SR R 0
e ——
S ETEEE W Please select a pay stub from below:
2011-12-29 (TEST DATA) - Pay Period #26
20101 -12-15 (TEST DATA) - Pay Period #25
2011-12-071 TEST DATAY Pa Period #2249

2011-11-17 (TEST DATA) - Pay Period #23
2Z01L1-11-02 (TEST DATA) - Pay Period #22
2011-10-20 (TEST DATA) - Pa Period #21
201L1-10-06 (TEST DATA) - Pay Period #20
2011-09-22 (TEST DATA) - Pay Period #19
2011-09-08 (TEST DATA) - Pay Period #18
201108 25 (TEST DATA) - Pay Period #17
N=20131-08-11 (TEST DATA) - Pa Period #1&
2011-07-28 (TEST DATA) - Pay Period #15
2011-07-14 (TEST DATA) - Pay Period #14
2011 -06-30 (TEST DATA) - Pa Period #13
2Z0L1L-06-16 (TEST DATA) - Pay Period #12
2011-06-02 (TEST DATA) - Pay Period #11
2011-05-19 (TEST DATA) - Pay Period #10
2011-05-05 (TEST DATA) - Pay Period #9
2011-04-21 (TEST DATA) - Pa Period #8
2011-049-07F (TEST DATA) - Pay Period #7
2011-02-24 (TEST DATA) - Pay Period #6
20131-032-10 (TEST DATA) - Pay Period #5
Z20L1L-02-24 (TEST DATA) - Pay Period #4
2011-02-10 (TEST DATA) - Pa Period #3
2011-01-27 (TEST DATA) - Pay Period #2
2011-01-13 (TEST DATA) - Pay Period #1

3.2. Select a Pay Stub

RIS Home

‘Columbus Humsen Rescurces infarmation System

—— oS

Password Maintenance Columbzs Human Rescarces infarmatian System
Profile Maintenance

Pay Stub Please select a pay stub from below:
2011-12-29 (TEST DATA) - Pay Period #26
2011-12-15 (TEST DATA) - Pay Period #25
2011-12-01 (TEST DATA) - Pay Period #24
2011-11-17 (TEST DATA) - Pay Period #23

3.2.1. Click on any pay stub in the list to select the pay stub. It will automatically open in Adobe
Acrobat Reader.

Note: If you do not have Adobe Acrobat Reader installed on your computer, the system will
provide you with a link to a free download of Acrobat Reader from the Adobe website.

EOI/Jan 2012. 10



CHRIS E-PAY STUB USER GUIDE. Ver.1.0

City of Columbus, Ohio

Electronic Pay Stub for: 01/13/2011 (TEST DATA)

Department: DEET STUB Pericd Begin: 12/26/2010 Employee Name: TEST STUB 004

ieion DIV TEST Period End: 01/08/2011 Pay Location: 040
Job Title STUEB TESTER Iesue Date: 01/13/2011 Work Location: co1
Pay Period: 1 Marital Status: SINGLE Fed Exemptions: 3 Employee ID 4
Pay Rate 12.00 Fed Excess: 0.00 State Exemptions 0 state Excess: 0.00

HOURS REFORTED YTD | DEDUCTIORS CURRENT
ETANDARD HOURS [T E= 43.49
42.39
30.18
21.88

CURRENT ¥TD
172.78 1613
a17.63 4414.10
NET PAY 1141.57

3.3. Print a Pay Stub
There are two ways to print your pay stub, dependent on the version of Adobe Reader that is installed
on your computer.

For instructions on how to check the version of Adobe Reader installed on your computer, go to
Appendix C.

EOI/Jan 2012. 11



CHRIS E-PAY STUB USER GUIDE. Ver.1.0
3.3.1. Using Adobe Reader X version 10.1.2

3.3.1.1. Select the pay stub as described in 3.2.1. above.

8 g qudcrswebdvm columibus ool cgi-msnBOF S CLere Emplognrias B OBDETREESS-842-4 - Windows Intemet

City of Columbus, Ohio

Electronic Pay Stub for: 12/29/2011 (TEST DATA)

Teriod Begin

Period End:

Issue Date

00 E? PAY

3.3.1.2. Move your mouse around the bottom of the page until the Adobe function icons
appear.

Click on the Printer icon. This will display the list of available printers on your

computer.
r B
Print - - - - u
L Printer: | WgwSprint3vm\Dot_Tr_west_Mfp - ’ Properties ] ’ Advanced Help @
int3
Copies \\SpnnLvm\Dot,TLwesthp
Microsoft XPS Document Writer
Microsoft Office Document Image Writer
Pages tcp Comments & Forms
@ Al \\quSprintlvm\Dot_Tr_Apps_w_3rd_Laser [ Document and Markups v]
3.3.1.4 Curre WgwSprintlvm\Dot_Tr_Apps_w_3rd_Color -
Page: ‘WgwSprintlve\DOT_TR_T55_3rd_Color
|
P More Options
85111 Inches
Page Sizing & Handling (i) M
City of Calumiuz, Ohis
{ [ size ] l B Poster ] l [E] Multiple l [5] Booklet ] e
Size Options:

() Shrink oversized pages

[] Choose paper source by PDF page size

Print on both sides of paper
@ Flip onlong edge () Flip on short edge

Orientation:
@ Auto portrait/landscape

(©) Landscape
Want to print colors as gray & black? (&)

Pagel ofl |~ 3.3.1.5

EOI/Jan 2012. 12



CHRIS E-PAY STUB USER GUIDE. Ver.1.0
3.3.14. Choose the printer where you want to print.

3.3.1.5. Click the “Print” button.

3.3.2. Using other versions of Adobe Reader lower than version X.10.1.2.
3.3.2.1. Select the pay stub as described in 3.2.1 above.

File Edit View Window Help

@@@BE}D\ ’j:-:fm“;a-‘{'!-'}E

Columbus Human F

3.3.2.2. With the pay stub open, click on the File menu at the top of the page.

L1 Pay Stub 010008.pdf - Adobe Reader WD
Edit View Window Help

% Open... Ctrl+0

5, CreatePDF Online...

3.3.2.2 = Save Ctrl+5

Save As L4

Share Files Using SendMow Online...
Attach to Email...

[£7 Get Documents Signed...

Revert
Cloze Chrl+W
3.3.2.3 Properties... Ctrl+D
N & Print... Ctrl+P

3.3.2.3. Click the “PRINT” option to display the list of available printers on your computer.

EOI/Jan 2012. 13



3.4.
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CHRIS E-PAY STUB USER GUIDE. Ver.1.0

=

Print
- .
y Printer: | YgwSprint3vm\Dot_Tr_west_Mfp - ’ Properties ] ’ Advanced ] Help &
d PRI \\ w5 printivm'\Dot_Tr_west_Mfp
=opies Microsoft XPS Document Writer
Microsoft Office Document Image Writer
Pages e, Comments & Forms
@ Al “gwSprintlve\Dot_Tr_Apps_w_3rd_Laser [ Document and Markups v]
3.3.24 Curre \gwSprintlvmiDot_Tr_Apps_w_3rd_Color -
Page: “gwSprintlvr\DOT_TR_T55_3rd_Color
=
P More Options
8.5x11 Inches
Page Sizing & Handling (@) I
City of Columbus, Ohie
{ Size ] l H:Ell Poster l l Multiple l E Booklet ] S — -
Size Options: = £
O Fit
@ Actual size
() Shrink oversized pages
[7] Choose paper source by PDF page size
Print on both sides of paper
@ Fliponlong edge () Flip on short edge
Orientation: " -
@ Auto portrait/landscape
() Portrait
() Landscape
§
Want to print colors as gray & black? (L)
Pagelofl
|~ 3325

Page Setup... [ Print i‘[,c,ancel ]

h

3.3.2.4. Choose the printer where you want to print.
H «“ H 4
3.3.2.5. Click the “Print” button.

Save a Pay Stub

There are two ways to save your pay stub, dependent on the version of Adobe Reader that is installed

on your computer.

For instructions on how to check the version of Adobe Reader installed on your computer, go to

Appendix C.

3.4.1. Using Adobe Reader X version 10.1.2

3.4.1.1.

ROt - 108067

Select the pay stub as described in 3.2.1. above.

City of Columbus, Ohio

Electronic Pay Stub for: 12/29/2011 (TEST DATA)

CE G B
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CHRIS E-PAY STUB USER GUIDE. Ver.1.0
3.4.1.2. Move your mouse around the bottom of the page until the Adobe function icons

appear.

3.4.1.3. Click on the Disk icon. This will open a dialog box to enable you specify the location
on your computer to save the pay stub.

r@ Save As — — g

Savein: || Mew folder - @ ¥ E° -

| i MName : Date modified Type

“"ﬁ Mo items match your search,

Recent Places
3.4.1.4 ﬂ

Libraries

A

Computer

@ 1 n 3

3.4.15 Hename: Pay Stub 010008 -

Save astype: Adobe PDF Files (" pdf) - | Cancel | M\ 3.4.1.6

3.4.1.4. Select the location that you wish to save your E-Pay Stub.
3.4.1.5. For the Save As type, confirm your selection as Adobe PDF Files (.pdf)

3.4.1.6. Click the “Save” button.

3.4.2. Using other versions of Adobe Reader lower than version X.10.1.2
3.4.2.1. Select the pay stub as described in 3.2.1 above.

File Edit View Window Help

DEFESE|® ®[1]/m| = @[«

Columbus Human F

EOI/Jan 2012. 15



CHRIS E-PAY STUB USER GUIDE. Ver.1.0
3.4.2.2. With the pay stub open, click on the File menu at the top of the page.

31 Pay Stub 010008.pdf - Adobe Reader L.
Edit Wiew Window Help

Open... Ctrl+ O

E CreatePDF Online...

3.4.2.2 —
—1| Save Ctrl+5

jave As »

Share Files Using SendMow Online...
Attach to Email...
3.4.2.3 [ZF Get Documents Signed...

Revert

Close Ctrl+W

Properties... Ctrl+D
= Print... Ctrl+P

3.4.2.3. Click on the “Save As” option. This will open a dialog box to enable you specify the
location on your computer to save the pay stub.

IFEL'] Save As ﬁ

Savein: | Mew folder - a ? g '
I ” MNarme : Date modified Type
el Mo items match your search.

Recent Places

Desktop

Lil;rrari es

Computer

":n.
“ 1| [[I] 3
Metwork

File pame: Pay Stub 010008 -

Save as type: [Mnbe PDF Files (" pdf) '] [ Cancel ‘\M\

3.4.2.4. Next, select the location that you wish to save your E-Pay Stub. 3.2.4.6

3.4.2.5. For the “Save as type”, confirm your selection as Adobe PDF Files (.pdf)

/
3.4.2.4

3.4.2.5

3.4.2.6. Click the “Save” button.

EOI/Jan 2012. 16



CHRIS E-PAY STUB USER GUIDE. Ver.1.0
4.0.  USER PROFILE

This feature enables you to change your password through the “Password Maintenance” link. It also gives you
access to the “Profile Maintenance” page where you can change your security questions and answers or save an
email address or change an existing email address.

Passwaord Maintenance

Profile Maintenance

4.1. Password Maintenance (Change Password)
This feature will enable you to change your previously selected password.

User Profile

4.1.1 Passward Maintenance

4.1.1. Click on the link “Password Maintenance”. This will display the change password screen.

RIS

User name mast8108

New password
/ Verify password

.’ Guidelines for creating your new password:

& Choose between & and 16 characters
® Use a combination of uppercase and lowercase letters, plus numbsers
* Do not use special characters such as [ [, ) &) & *, % =tc,

4.1.3 » | Change Password

4.1.2. Type in your new password and verify the new password.

4.1.3. Click the “Change Password” button.
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4.2. Profile Maintenance

This feature will enable you to make changes to your previously selected security questions and
answers. You may change only one or both questions and/or answers. You can also type and save an
email address in the provided field.

4-2.1 o profile Maintenance

4.2.1. Click on the link “Profile Maintenance”. This will display the change profile screen.

CHRISHI

Columbaus Husmnan Resources Information System

User name mast8108
Security Question 1 Whatwas the color of your first car? -
Answer: Gray
/ Security Question 2 What is your favarite animal? -
4.2.2 Answer: Dog
You may provide an ermail address below. The purpose is to receive a
temporary password by email (if you select that option).
E-Mail Address test@email.com
(Optional)
4.2.3 .
I accept the terms and conditions below:

Agreement and Terms

[ m

By using this Web site, you agree to the following Terms as well as the
Privacy Policy (link to Columbus.gov privacy policy page) . The

Terms and Privacy Policy may change at any time, and such changes

will be posted. It is yvour responsibility to review these Terms. By
continuing to use this Wehb site, you consent to any changes to the i

424 —| change Profike |

4.2.2. Click on a security question to select it and type in the answer in the box. Repeat this for the
second question if you wish to make changes.

4.2.3. Type in an email address, if you wish to.
4.2.4. Click the “Change Profile” button to save your changes.

Note: The check box to accept the terms and conditions is automatically checked on this screen.
Do not change it.
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4.3. Logout

Click on the “Logout” link to end your session after you have completed viewing your pay stub
information.

O He ot Ve twomes oo Hep

if oot 220 8 Lzvson Pt Home X‘@B\ankPage ‘?ColumbusHumaanurm H Nl m e B ey T !
Weleome™ " “nast108) oot

Colmbus Human Resoures frmationSstem
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Support for When You Forget Your Password
or
Are Unable to Login
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5.0. SUPPORT FOR USER-RELATED ISSUES

The support information is available to assist you if you have difficulty with accessing or using the E-pay stub
system. This could be due to forgotten username or password or any other general issue.

LAWS@N

User Name |

Password

Terms and condibions Click here if you are unable to kogin,

5.1.1

5.1. General Support Information

The general support information page will provide you with available options to address issues that you
may encounter when using the E-Pay Stub System.

5.1.1. On the E-Pay Stub login page, click on the link “Click here if you are unable to login” to access
the general support information page.

RIS %ﬁ \
Columbus Human Respurces infarmation System %%% 0L

If vou forget your user name or have difficulty with login,
click here to Contact Service Desk for Assistance.

Password Related Issues
You may choose any of the options below if you forget your
password:

= If you have already set up your user profile and have
specified an email address, click here to Reset Password by
Email.

= If you have already setup your user profile and have
specified security questions, dick here to Reset Password by
Answering Security Questions.

= Click here to Contact Service Desk for direct assistance.

Click here to return to the login page.
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5.3.
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CHRIS E-PAY STUB USER GUIDE. Ver.1.0
Forgotten Username or Unable to Login

If you forget your username or are unable to login, you may call the Service Desk or send an email to the
Service Desk to request for assistance. The contact information for the Service Desk can be assessed
through the general support information page.

CHIRIS A
Calumbus Human Resparoes infarmation System %%%%j ]

5.2.1
\If you forget your user name or have difficulty with login,

click here to Contact Service Desk for Assistance.

5.2.1. Click on the link “Contact Service Desk for Assistance”. This will display the contact information
for the Service Desk.

Calumbus Human Respurces infarmatian System (| 41 0L

Service Desk Contact Information

» Call 614-645-5758 or just 5-5758 within the City (Service
Desk Line).

« Monday through Friday, 7:00 a.m. to 5:00 p.m.

Email: TechnologyHelpDesk@columbus.gov

Note: You will not be able to send email from kiosk computers.

Kiosk users, please contact your payroll officer for additional
assistance.

Click here to return to the login page.

Password Reset
If you forget your password, you will be able to reset your password and get a new temporary
password to access the E-pay Stub system. There are three options available for password reset.

Note: After you login with the new temporary password, you will be required to change the password to
your preferred choice.

5.3.1. Reset Password by Email
This option will enable you to receive a new temporary password by email. The new password will be
sent to the email address that you provided when you setup your profile.

Note: Only select this option if you have already provided an email address and if you will be able to
access your email account from the computer at your current location.
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RSt

Columbus Humen Rescurces information System

If you forget your user name or have difficulty with login,
click here to Contact Service Desk for Assistance.

Password Related Issues
You may choose any of the options below if you forget your
password:

5.3.1.1

» If you havea your user profile and have

specified an email address, click here fo Reset Password by
Email.

5.3.1.1. Click on the link “Reset Password by Email” on the general support information
page.

Columbus Human Respurces infarmatian System

Please submit your user name below

User Name:

5.3.1.2 /rlsu'hrmt ] ’ Cancel ]

5.3.1.2. Type in your username in the blank field and click the “Submit” button.

Columbs Hum Resnume: InfarmamnSyslem '”“ !l ti

Please submit your user name below

User Name: mast3108

[ Submit ][ Cancel ]

Please confirm if you want your temporary password to be sent
to te t@email.com

5.3.1.3
NOTE: You will be required to change the password at login.
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5.3.1.5

EOI/Jan 2012.

CHRIS E-PAY STUB USER GUIDE. Ver.1.0
5.3.1.3. Click on the “Confirm” link if you want your new temporary password to be sent to

your email address. The system will display a confirmation message that your

password has been reset.

Note: For security reasons, only partial characters of your email address will be

displayed on the screen.

Hirglyecu Wy, LaLc IHEWVEIL W LU |

i< CEPAS Wed 1/18
L CHRIS E-Pay Stub notice

i -t | B o u 1 - nEer 1 4 2d M

5.3.1.4. Access your email account and locate the email from the Sender “CEPAS” and the

subject “CHRIS E-Pay Stub notice”.

CHRIS E-Pay Stub notice
CEPAS [noreply_pwreset@columbus.gov]

Sent: Wed 1/18/2012 S:46 AM

O T e

[]

This is vour temporary password to the CHEIS Electronic Paystub Access
Swvstem:

2EvpjLfez

Please note that it may take up to 15 minutes before it takes effect. You will

be required to change vour password at login.

Click here to access the login page.

If vou are unable to login using the temporary password, Please Contact the

Service Desk at 645-3758.

[ ¥

5.3.1.5. Open the email and retrieve your new temporary password. Click on the link “Login”

within the email message to access the login page. Then input your username and

the temporary password to login.
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5.3.2. Reset Password by Answering Security Questions

If you forget your password, you can choose to reset your password by answering the two
security questions that you provided when you set up your profile.

CHIRISHiin
Calumbies Humen Rescurses infarmatian System [ [ L

If you forget your user name or have difficulty with login,
click here to Contact Service Desk for Assistance.

Password Related Issues
You may choose any of the options below if you forget your
password:

« If you have already set up your user profile and have
specified an email address, dick here to Reset Password by
Email.

« If you setup your user profile and have
specified security question®, dlick here to Reset Password by

Answering Security Questions.

5.3.2.1

5.3.2.1. Click on the link “Reset Password by Answering Security Questions” on the general
support information page.

Enter your user name:
/ Request your security questions
5.3.2.2

Click here to return to the login page.

5.3.2.2. Type in your username in the blank field and click the “Request Your Security
Questions” button.

Enter your user name: mast8108

I Request your security questions

Security Question 1: What was the color of your first car?
Answer:
Security Question 2: What is your favorite animal?

Answer:
5.3.2.3 —> (St (Ganca

Click here to return to the login page.
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Type in the correct answers that you provided to the security questions you selected

when you setup your profile, then click the “Submit” button. The system will display
fields for you to change your password.

CHRISHiti
Calumbus Human Resourcss infarmation System 3 [ 4] 1)1/

5.3.2.3.

Enter your user name: mast3108

[ Request your security questions

Security Question 1: What was the color of your first car?
Answer: gray

Security Question 2: What is your favorite animal?

Answer: dog

New Password:
Verify Password:

Guidelines for creating your new password:

= Choose between 8 and 16 characters

= Use a combination of uppercase and lowercase letters, plus numbers
= Do not use special characters such as (, /, ), & !, @ ¥, %; etc.

/[ Change Password ]
5.3.2.4

Click here to return to the login page.

5.3.2.4. Type in the new password and verify the new password. Click the “Change

Password” button. The system will display a confirmation that your password has
been changed.

Your password reset request has been submitted. Please note
that it may take up to 15 minutes before it takes effect.

If you are unable to login using your password, Click Here to
contact the Service Desk

Click here to return to the login page.

5.3.2.5

5.3.2.5. Click on the link “here” to return to the login page. Then access the system by typing

in your username and the new password you created.
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5.3.3. Contact Service Desk to Reset Password
If you forget your password, you can contact the Service Desk to reset your password to a new
temporary password.

CCEHIRIS e
Calumbus Humaen Rescurces Information System % ﬁﬁ ral

If you forget your user name or have difficulty with login,
click here to Contact Service Desk for Assistance.

Password Related Issues
You may choose any of the options below if you forget your
password:

» If you have already set up your user profile and have
specified an email address, click here to Reset Password by
Email.

= If vou have already setup your user profile and have
specified security questions, click here to Reset Password by
\Answerinq Security Questions.

5.3.3.1

+ Click here to Contact Service Desk for direct assistance.

5.3.3.1. Click on the link “Contact Service Desk” to access the contact information for the
Service Desk.

CHIRIS ﬁ |
Columbus Human Respurces Infarmation System % %ﬁ )

.

You may contact the Service Desk to reset your
password.

» Call 614-645-5758 or just 5-5758 within the City (Service
Desk Line).

» Monday through Friday, 7:00 a.m. to 5:00 p.m.
You may choose any of the following options:
Reset Password By Answering Security Questions

or
Reset Password by Email

Click here to return to the login page.
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APPENDIX
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CHRIS E-PAY STUB USER GUIDE. Ver.1.0
A. Agreement and Terms

By using this Web site, you agree to the following Terms as well as the Privacy Policy (link to Columbus.gov privacy policy
page). The Terms and Privacy Policy may change at any time, and such changes will be posted. It is your responsibility to
review these Terms. By continuing to use this Web site, you consent to any changes to the Terms and Privacy Policy.

Use: This Web site is intended for personal use as outlined in the FAQs (link to FAQs).
Access: You may not obtain, or attempt to obtain, access to any information not associated with your account. This
includes obtaining or attempting to obtain login information or passwords required to access the information of other

accounts. You may not use the login information of another person, unless they specifically authorized you to do so.

Computer Requirements: To use this Web site, you must have the hardware, software, and connectivity outlined in the
FAQs (link to FAQs).

Limitations: You are responsible for protecting the information associated with your account beyond the controls in
place to safeguard its presentation on this Web site.

Unauthorized activity: You may not intentionally provide any false information for any purpose associated with use of

this Web site. You may not use this Web site in any manner that could impact any City of Columbus Information System.
Unauthorized activity is further described in applicable statutes and subject to enforcement accordingly.
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CHRIS E-PAY STUB USER GUIDE. Ver.1.0
B. Frequently Asked Questions (FAQ)

Who will have access to E-Pay Stub?

All active City of Columbus employees. It will not be accessible to retired or separated employees

When will E-Pay Stub be made available to employees?

E-Pay Stub will be available January 2012. Employees will receive needed information prior to site go-live.

Where will employees be able to access on-line pay stub information?

E-Pay Stub will be available via the Internet and therefore accessible from any PC with Internet access, i.e. home,

library, etc.

Who is going to give me my User ID and password?

Employees will be provided with the site address, User ID and password via a letter distributed with their paper pay

stub in January 2012.

When will employees receive their User IDs and Passwords to access on-line pay stubs?

All active City of Columbus employees will receive their User IDs and Passwords in January 2012

What if | do not receive my User ID and Password?

Employees should contact their payroll clerk

What if | am unable to log in?

Employees should contact the DoT Service Desk on x5-5758 with any issues

What information will be accessible?

E-Pay Stub will contain same data as current paper stubs

What functionality will be available through the on-line pay stub site?

Employees will be able to view, print and save pay stub information. Employees will be responsible to secure their
saved or printed pay stubs.

When will updated pay stub information be available for the current pay cycle?

By 10am on Thursday of the pay week
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CHRIS E-PAY STUB USER GUIDE. Ver.1.0
What historical pay stub information will be available through the on-line pay stub site?

Pay stub information will be available back to the first pay cycle in January 2011

Will employees receiving paper checks have access to E-Pay Stub?

Yes, all active City of Columbus employees will have access to their E-Pay Stub including those receiving paper

checks

Will employees continue to receive paper pay stubs in addition to having access to on-line pay stubs?

No, employees receiving direct deposit will receive paper stubs with January 2012 pay cycles only. Beginning
February 2012, direct deposit employees will no longer receive paper pay stubs. Employees receiving paper

checks will continue to receive paper checks.

All employees do not have internet access. How will they access E-Pay Stub?

Kiosks designated for on-line pay stubs will be placed at various locations across city work sites enabling

employees to access their on-line pay stubs

Will employees be able to print pay stubs from the Kiosk?

Yes, all Kiosk PC’s will have access to a printer

Do employees need to enroll to access on-line pay stubs?

No, all active City of Columbus employees will be automatically enrolled

How do | log in to access on-line pay stubs?

All active City of Columbus employees will receive their User IDs and Passwords in January 2012. These will be

used to log into their account on the website

What is my password?

Initial password will be employee’s date of birth in the format of Mmmddyyyy which is the 3 letter abbreviation
for the Month with the first letter capitalized, 2 digit day, and a 4 digit year. For example, an employee with
birthday May 3, 1968 would enter “May031968”.

Employees will be prompted to change their password with first log in. Passwords will need to be between 8 —
16 characters in length and should not be one that can be easily guessed by others. The password must contain
at least one uppercase letter, one lowercase letter and one number.

Be creative by randomly mixing numbers with upper and lower case letters. This will increase the security of
your account.
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19. How often will | need to change my password?

The option to prompt employees for periodic password resets is not available through the application at this
time. Therefore, employees will be responsible for periodic password changes. Employees can perform
password changes on the E-Pay Stub site. Frequent password changes are recommended to increase the

security of your account.

20. What if | forget my password?

Employees will have three options to reset passwords:

1. Receive a temporary system generated password by email, if an email address was provided when creating a
user profile.

2. Receive a temporary password by correctly answering the security questions that were provided when
creating a user profile.

3. Contact the Service Desk

21. How will the Service Desk know User IDs and passwords?

The Service Desk will only have access to User ID and user profile information. Once an employee logs in and
changes his/her password, the Service Desk will not have access to the new password. If an employee forgets
his/her password and needs assistance with logging in, the Service Desk will assist with password reset after the
employee correctly answers his/her security questions. The Service Desk will not have direct access to an

employee’s pay stub information

22. Is the site secure?

Yes, the site follows current City of Columbus internet security guidelines

23. Are there any browser restrictions?

Yes, employees will need to use Internet Explorer 7.0 or greater. Other browsers e.g. Chrome, Firefox, Opera,

Netscape, etc. may not facilitate access

24. Where can | find more information?

More information can be found on the CHRIS intranet site: http://hr.columbus.gov/chris/default.aspx
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C. Check the Version of Adobe Acrobat Reader on Your Computer

The following steps will show you how to check the version of Adobe Acrobat Reader installed on your
computer.

My

1. Click on the Windows logo at the bottom left corner of your screen. L[] . This will open a short view of

programs installed on your computer.

= &
- IBEM Rational RequisitePro u

Microsoft Office Outleok 2007 leaboya, Evbu O.

Doc ts
Google Chrome 4 e

Pictures
Microsoft Office Weord 2007 »
Music
Microseft Office Visio 2007 3
Computer
Microsoft Office Excel 2007 »
Control Panel
Adobe Reader X 3
Devices and Printers
Calculator

Default Programs

) Paint

Help and Support

i .4
Getting Started Run...
Connect to a Projector

Sticky Motes

Motepad 3

- - — EEEEE——
| | Search programs and files el | | Shut down |+

3. Search through the list to locate the program that contains the words Adobe Reader with the logo .
When you find it move your computer mouse over it to highlight it.

S ——
Adobe Reader & 1
'@ Default Programs

W Desktop Gadget Gallery

€& Internet Explorer

i —]--- . - e e - = oa
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4. With your computer mouse over the Adobe Reader link, click on it to open the program.

B Adobe Reader X

'@ Default Programs

W Desktop Gadget Gallery
& Internet Explorer

I.‘-]--- .

e e - =&

5. With the program open, click on the “Help" link at the top of the screen.

PN Adobe Reader - W ey W— - = = P
File Edit View Window gslp
@@@’7| m’ |\I=:[:J|D|f ToolséSign;Comment

ﬂ/

Open a Recent File Acrobat.com Services

ﬂ CEPAS - guide for visually impaired users.... @ CreatePDF Online

) Pay Stub 010008.pdf =X :
5| Convert PDF to Word or Excel Online

6. Move your mouse to the link that contains the words “About Adobe Reader...” and click on it.

INEERY:-TEKATE), 20 4 CEPAS User Guide (Drft 1-12-12 - Mictosot Wor

B Adobe Reader  PRT  —— E=E
Fle Edit View Window [T

m L2 I_H L - P
; ﬁi @ B g 7 Adobe Reader X Help A Lo -] 5 @ | e B3 ‘ R Tools | Sign | Comment
About Adobe Reader X...
About Adobe Plug-Ins...
o H
Online Support 3

Repair Adobe Reader Installation
Check for Updates...

C.6

7. Locate the version of Adobe Reader on the open page on your screen.
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Al Adobe” Reader’ X

Adobe

C.7. This shows the version of
3 the Adobe Reader.

Copyright @ 1984-2011 Adobe Systems Incorporated and its licensors, All Rights

Adobe, the Adobe logo, Acrobat, the Adobe POF logo, Distiller, and Reader are either regist®red trademarks

or trademarks of Adobe Systems Incorporated in the United States and/or other countries.

NN Note: The version will vary on
different computers.

Certain trademarks are owned by The Proximity Division of Franklin Electronic Publishers, Inc., and are used
by permission. Merriam-Webster is a trademark of Merriam-Webster, Inc.

m

Fortions utilize Microsoft Windows Media Technologies. Copyright () 1993-2002 Microsoft Corporation. Al A
Rights Reserved.

Portions are the result of a cooperative development process by Adobe Systems Incorporated a icrosoft
Corparation.

PANTONE® colors displayed here may not match PANTONE-dentified standards, 26nsult current PANTOME
Color Publications for accurate color, PANTOME® and other Pantone, Inc, emarks are the property of
Pantone, Inc. © Pantone, Inc., 2006,

Fantone, Inc. is the copyright owner of color data andjor sg re which are licensed to Adobe Systems
Incorporated to distribute for use only in combination v e Pre-Flight Component within the Adobe
Acrobat Product, PANTOME Color Data andjfor so; re shall not copied onto another disk or into memory
unless as part of the Pre-Flight Component wittin the Adobe Acrobat Product.

Fortions copyright Right Hemisphege

Version 10,12 Legal Motices
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